
  

 

Agency Supervisor Evaluation Instructions 

Starting Sonia 

To access Sonia, you will need a web (internet) browser (e.g., Chrome, Firefox, Internet Explorer) and internet 

access.   

Signing In & Setting Your Password 

1. Navigate to the Sonia Online homepage for MSU Denver at the following link: 

https://metro.sonialive.com.  

2. Enter your Username, (the email address that you/and or the student supplied to the Field Office).   

3.  To set up your password for the first time, click on “Forgot Password?”. You will be asked to submit a 

request for a password reset. 

 

An email will be sent to your email address with a link to set your password. Note: Check your spam/junk mail 

folder if you do not see the message in your inbox.     

Once you have set your password, you will be directed to the home page to login. 

Ensure the ‘Role’ on the left side of the page is set to ‘Site’. Use your email address and the password you just 

created, and click ‘Sign In’. 

If you have any trouble accessing your Sonia account, please contact 

field@msudenver.edu for assistance.  

 

 

https://metro.sonialive.com/
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1. Accessing the Evaluation 

a. Students will complete their portion of the evaluation and submit the form to their supervisor(s) for 

review. 

b. Both Field Instructor and Task Supervisor (if applicable) will receive a notification via email that 

contains a link to take them directly to the Evaluation.  

 

c. Supervisors can also access the Field Evaluation to review and/or make suggested edits through 

their own Sonia account.  

i. To review the Field Evaluation in Sonia, click on the “Forms” tab at the top of the page. 

 

ii. The supervisor(s) will see a list of student forms. Use the search boxes at the top of the list 

to sort to the “Learning Agreement and Evaluation – Current year”. You can also use the 

filter to find the correct student by name. 

iii. Click on the file icon to the right of the form to open the form.  

 



  
 

2. Completing the agency portion of the Field Evaluation 
a. The guidelines for completing the supervisor portion of the evaluation are outlined in the far 

right, green column in the instructions table on the form.  

 

 

b. Agency supervisor(s) will rate the student’s performance on all practice behaviors associated 

with the nine social work competencies set forth by the Council on Social Work Education 

(CSWE). 

c. If there is more than one supervisor working with a student (e.g. student has both a Field 

Instructor and Task Supervisor), supervisors will work together or take turns to review the 

student’s progress on each of the competency’s practice behaviors.  

i. NOTE: Please do not submit the form until both supervisors have had a chance to 

review the form. Supervisors can continue to use the save button at the bottom of the 

form until after the evaluation conference with the student.  

 

d. If a supervisor gives a rating of Does Not Meet Expectation (DE) or No Opportunity (NO), they 

must provide a comment in the comment section beneath each of the competency practice 

behaviors. 



  

 

e. NOTE: Supervisors should use the Learning Agreement sections listed above the ratings as a 

guideline for rating their student’s progress in field.  

 

3. The Field Evaluation Conference 
a. After both the Field Instructor and the Task Supervisor (if applicable) have reviewed and 

approved of the student’s evaluation, the student and their supervisors will meet for an 

evaluation conference to discuss the results.  

b. Supervisors will finalize their ratings for the student’s evaluation and check off that they are 

ready to submit the form. 

 

4. Submitting the Field Evaluation  
a. Supervisor(s) can click on the “Supervisor Evaluation Submit” button to finalize their portion of 

the evaluation. This automatically sends a notification to the student to finalize their evaluation.  

b. We strongly recommend that supervisors wait until after the Evaluation Conference to click on 

the Super Evaluation Submit button in case they would like to make any changes prior to 

finalizing their ratings. 

 

 

NOTE: If you have any questions or concerns about the student’s performance, please contact the student’s 

Faculty Field Liaison (FFL). If you have any questions or concerns about the Field Evaluation form, please contact 

field@msudenver.edu.  
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